
BALTIMORE COUNTY 
OFFICE OF CENTRAL SERVICES 

Records MonoQMmt Divitioa 

RECORDS R E T E N T I O N ARD O t W H A L t O H E D U L E 

S O M U L E N D . 
C - 6 7 3 

1 of 2 

PERSONNEL TRAINING & RECRUITMENT 
AGENCY DIVISION 

ITEM 
NO. DESCRIPTION RETENTION 

GENERAL CORRESPONDENCE 
Subject arrangement of original incoming letters, 
copies of outgoing letters, memoranda, studies, 
reports, directives, policies, and other materials 
related to the administration of the agency. 

UNOFFICIAL PERSONNEL FILES 
Files contain information on current employees. 
Files may contain but are not limited to copies of 
applications, annual reviews, reprimands and 
disciplinary actions, awards, doctor slips, accidei| 
reports, resumes, etc. 

LEAVE AND TIME SHEETS 
This file contains office copies of employees annui 
leave and daily time recordings (biweekly copies oi| 
time sheets, and computer biweekly printouts). 

Screen annually and 
destroy that material noj 
longer needed for curreqt 
business. 

Directives, policies, arid 
other material related qo 
the planning and policy 
that illustrate the 
development of the agenojy, 
retain permanently for 
eventual transfer to thej 
Archives. 

Screen annually and 
destroy that material nd 
longer needed for currerjt 
reference. Retain 
remaining items for two 
( 2 ) years after 
termination, then destrcfc 

Retain for one (1) year,| 
then destroy. 

SCHEDULE APPROVED BY 
RECORDS MANAGEMENT OFFICER 

&2 SIGNATURE 

SCHEDULE APPROVED BY 
COUNTY ADMTNISTRATIVE OFF! 

SCHEDULE APPROVED BY 
AGENCY,OR DIVISION REPRESENTATIVE 

SCHEDULE APPROVED BY 
STATE ARCHIVIST 

DATE SIGNATURE 

<V I (REV. 1/86) 



SCHEDULE NO. 
RECORDS RETENTION AND DISPOSAL SCHEDULE 

1 A A t l M T H f l i n Y A U AHBBffl t 

C - 6 7 3 
(CONTINUATION SHEET) 

- PAGE NO. 
2 of 2 

DESCRIPTION RETENTION 

GENERAL ACCOUNTING RECORDS 
Files contain office copies of: 
Goods Received memoranda, billing invoices, 
expense/travel reports, requisitions, petty cash 
vouchers, mileage reports, direct payment forms, 
paid bills, ticket books, purchase orders deposit 
slips, receipt books, etc. 

FIXED ASSET FILE 
Fixed asset printouts (including vehicles) 
IRA Forms (office copy) 
Lost/Stolen Forms (office copy) 
Surplus Forms (office copy) 
Transfer Forms (office copy) 

EDUCATIONAL ASSISTANCE RECORD CARDS 
These files contain 3 x 5 cards with information 
about employees who receive educational assistance,) 
including names, bargaining unit, fiscal year, . 
agency, fund code, courses taken, dates 
application and supporting documents were received,| 
status of application, cost of courses and amount 
of reimbursement. They are filed alphabetically, 
by name and are duplicated in the office of Financ^ 
Access is restricted by the Employee Privacy Act. 

APPLICATIONS FOR EMPLOYMENT/PROMOTIONS 
These files are arranged alphabetically and contair| 
all original applications and resumes for posted 
vacancies for full, part-time, and temporary 
employment, and referral lists generated from thes^ 
applications. Access to these files is restricted 
by the Federal Privacy Act. 

PUBLICATIONS HISTORY FILES 
This file contains one (1) copy of each publicatior) 
produced by the agency. 

TRAINING AND EDUCATION HISTORY FILES 
This file contains records of training programs 
conducted by the department. It may also include 
copies of course designs, evaluations, instructor 
data, materials used for instruction and development 
of course design and attendance records. 

Retain for three (3) 
years, then destroy. 

Retain fixed asset 
printout for one (1) 
year, then destroy. 
Retain all other 
completed forms for 
three (3) years, then 
destroy. 

Retain in office for fout 
(4) years, then destroy. 

Retain in office for foul 
(4) years, then destroy. 

Retain permanently for 
eventual transfer to 
Archives. 

Retain in office until np 
longer needed, then 
destroy. 

RM 1A (Rev. 1/90) 



XEROX TELECOPIER 295 ; 12-18-90; 9=55 AM; 1 301 887 0313 * 13017998532 ; # 5 
RECORD'S MANAGEMENT TEL No . 1-301-887-0313 Dec 18-90 9:55 No.002 P.05 

I N S T R U C T I O N S - - T Y P E O R P R I N T A 
^ P A R A T E F O R M F O R E A C H H E W O R 
^ A l S E D R E C O R D S E R I E S . F O R W A R D 

R E C O R D S R E T E N T 1 o N S C H E D U L E 

\t>aa ito -|) 

D E P A R T M E N T O F CEMERflJ, S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 * 7 8 W A T E R L O O R Q A O 
P . O . B O X * ? » 

J E S S U P , MARYt -AND 1 0 7 8 4 

AGENCY RECORDS INVENTORY 
I N S T R U C T I O N S - - T Y P E O R P R I N T A 

^ P A R A T E F O R M F O R E A C H H E W O R 
^ A l S E D R E C O R D S E R I E S . F O R W A R D 

R E C O R D S R E T E N T 1 o N S C H E D U L E 

\t>aa ito -|) 

D E P A R T M E N T O F CEMERflJ, S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 * 7 8 W A T E R L O O R Q A O 
P . O . B O X * ? » 

J E S S U P , MARYt -AND 1 0 7 8 4 P A C E R O F | 

j t. D E P A R T M E N T / A G E N C Y 

1 

2 . D I V I S I O N * . U N I T 

' D E F I N I T I O N - R E C O R D S E R I E S * * a " ° W O P RKLAYlSt l H 5 C T R B * N O R M A L L Y F I L C O A N D U « K D A * A U N » T r t > R 
| I t E P C R E N C E A S » E L - L AO R B T K N T I & N A N D D I S P O S I T I O N P U H P O S K B 

, 4 . R E C O R D S E R I E S T I T L E 

! Administrative and General Correspondence 
5 . E A R L I E S T Y E A R / L A T E S T Y E A R 

T O 

1 « . R E C O R D S E R I E S D E S C R I P T I O N ( B H , " r L Y » E 5 C r » i n K THE TYPKf l O r I N F O W J A T l O N / C O c v M U N t S ^ O R w a K O ^ N f i 
'IN T H E S E R I E S . I N C L U D E T H K P U R P O S E O H F U N C T I O N o r T H E srrrfKBj 

f.ubjf-cc arrangement of original letters, copies of Outgoing letters, memoranda, studies, 
reports, directives, policies and other materials related to the administrat ion o f the 
agency. 

7 . R E C O R D S E R I E S F O R M A T { S ) 

^ ^ E T T E R S I Z E O M I C R O F I L M 

0 L E G A L S I Z E ' O C O M P U T E R T A P E 

0 B O U N D BOOK 0 F L O P P Y D I S K 

O A U D I O T A P E O V I D E O T A P E 

• O T H E R ( S P E C I F Y ) 

8 . R E C O R D S E R I E S S E Q U E N C E 

^ A L P H A B E T 1 C A L 

D N U M E R I C A L 

D C H R O N O L O G I C A L 

D G E O G R A P H I C A L 

C L O T H E R { S P E C I F Y ) 

9 . V O L U M E 

H ^ F I L E O R A W E R ( S ) 
. D M I C R O F I L M REEL(3) 

7 • C O M P U T E R T A P E ( S ) 
HUMfeieft D O T H E R { S P E C I F Y , 

1 0 . A N N U A L A C C U M U L A T 1 C N 

• S ^ F I L E D R A W E R ( S ) 
j O M I C R O F I L M R E E L ( S ) 

KtJSiBeifr D C O M P U T E R T A P E ( S ) 
O n T H F B I S P F r i P - ' l 

' F I L E I S U S E D 

O D A I L Y D W E E K L Y tJ M O N T H L Y 

1 2 ' F I L E B E C O M E S I N A C T I V E A F T E R j 

mnmtw ^ M C N T H J S ) o Y E A R { S J j 

t 3 . C U R R E N T L O C A T I O N ( S ) ( BLtXi. , FL.OOR. R O O M ) 14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E t 

{ I f YKB, S P E C 1 F Y A G E N C Y OR o f f i c e ) 

O Y E 3 D N O 

1 8 . A C C E S S R E S T R I C T I O N S O Y E S P NO 

( i r Y E D , C I T K I . A « ( B ) * P E C U U T I O N ( I I ) 
J » . A U D I T R E Q U I R E M E N T S " . \ 

\ \ -. • ; f • - " " ! 
0 N O N E O S T A T E 0 F E D E R A L O B N D E P E N E E N T l 

> \ 
1 7 . I S A N I N D E X S Y S T E M U S E D ! ( | r rfcfl. tt?;PLA ! N 

Bf: 1 KW L Y AK'B tmgCt t lBJ* A K Y M A n D H A W e/porTKARE: ) 

O Y E S a NO • 
r-

3 0 . R E C O M M E N D E D R E T E N T I O N I L V : 
Screen annually and jdestroy that material n o 
longer needed for current business. Directives 
policies and other material related' t i j Jifle 
planning and policy fchat-itlustrate the 
development of the agency, retain permanently 
for eventual transfer to the Archives. 

10. N A M E A N D T I T L E O F P R E P A R E R 2 0 - T E L E P H O N E NUMBER 2 S . D A T E 
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lOStructiODS TYPE OR PRINT A 
|_ , 
| DEPARTMENT OF GENERAL SERVICES 

jEPARATB FORM FOR EACH NEN OR | RECORDS MANAGEMENT DIVISION 
WISED RECORDS SERIES. FORWARD | 727! WATERLOO ROAD 
VITH RECORDS RETENTION SCHEDULE | P.O. B01 275 

| JESSUP, MARYLAND 20794 
1. DEPARTMENT/AGENCY | I. DIVISIOK 

AGENCY RECORDS INVENTORY 

PAGB OF 

| 3. UNIT 

DEFINITION - RECORD SERIES A group of related records norially filed and used as s unit for reference as veil as 
retention and disposition purpose! 

I. RECORDS SERIES T im 

U N O F F I C I A L P E R S O N N E L F I L E S 
| 5 EARLIEST TEAR/LATEST YEAR 
I ... / 

s. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforiatioa/docuienU/forK found in tbe series. 
inelode the purpose or function of tbe series) 

Files contain information on current employees. Files may contain but are not limited 
to copies of applications, annual reviews, reprimands and disciplinary actions, awards, 
doctor slips, accident reports, resumes, etc 

J _ RECORDS SERIES FORMAT!S) 1 

V 1 M A T T E R SIZE U MICROFILM ! 
(| LEGAL SUE {| COMPUTER TAPE 1 
(| BOUND BOOR (1 FLOPPY DISK | 
(1 AUDIO TAPE (! VIDEO TAPE | 
(| OTHER (SPECIFY) I 

S. RECORDS SERIES SEQUENCE | 9. VOLUME 
[tHLPRABEtlCAl 1 VfnW DRIVER!S) 

| . () MICROFILM REEL)S) 
[] NUMERICAL I / (1 COMPUTER TAPB(S) 

| NUMBER {) OTHER]SPECIFY) 
(| CHRONOLOGICAL 1 

| 10. VOLUME 
[j GEOGRAPHICAL j (tpYlLI DRAV|R(8| 

I {j MICROFILM REEL (S) 
(j OTHER (SPECIFY) | / || COMPUTER TAPR(S) 

) NUMBER || OTHER!SPECIFY) 
| i I 

11.FILE IS USED 
{| DAILY 11 MERELY () 

| 12. FILE BECOMES INACTIVE AFTER 
MONTHLY | (|MONTB(S) (] YEAR(S) 

| NUMBER 
13. CURRENT LOCATlON(S) (BLDG.,FLOOR,ROOM) | It. IS RECORDS SERIES DUPLICATED ELSEWHERE? 

1 (| YES [) HO (If Yes, Specify Agency or Office) 

1$. ACCESS RESTRICTIONS [) YES || NO 
(If yes, cite la»(s) 4 regulation!s) 

I 16. AUDIT REQUIREMENTS 
1 [) MORE II STATE (j FEDERAL [) INDEPENDENT 

17. IS AN INDEI SYSTEM USED? (If W, Explain briefly ind | 11. RECOMMENDED RETENTION 
describe any bard»are/Boft»are| I Screen annually and destroy that material 
f] YES |] NO 1 no longer needed for current reference-

1 Retain remaining items for two years after 
1 termination, then destroy. 

1 1 1 
9. NAME AND TITLE OF PREPARER. I 2D. TELEPHONE NUMBER | 21. DATE 

DGS SJMIIIVISID 2/87) . 
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instructions TYPE OR PRIRI A «RATE FORK FOR EACH REV OR 
SED RECORDS SERIES. FORWARD 

WITH RECORDS RETENTION SCHEDULE 

1. DEPARTHENT/AGEKCY 

DEPARTMENT OF GENERAL 8ERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOZ 275 

JESSUP, MARYLAND 20791 

| AGENCY RECORDS INVENTORY 

PAGE OF 

2. DIVISION | 3. UNIT 

DEFINITION - RECORD SERIES A group of related records norially filed and used as a unit for reference as well as 
retention and disposition purposes 

(. RECORDS SERIES TITLE 
LEAVE AND TIME SHEETS 

I S EARLIEST YEAR/LATEST YEAS 
I / 

- I — : : — (. RECORDS SERIES DESCRIPTION (Briefly describe the types of infonation/docsients/foris found it) the series. 
Include the purpose or function of the series) 

This file contains office copies of employees annual leave and daily time recordings. 

^ R E C O R D S SERIES FORMAT) S) I 
W E T T E R SIZE |) MICROFILM 1 

(| LEGAL SIZE (1 COMPUTER TAPE | 
() BOUND BOOK (| FLOPPY DISK | 
() AUDIO TAPE (| VIDEO TAPS I 
|| OTHER (SPECIFY) I 

B. RECORDS SERIES SEQUENCE 1 9. VOLUME 
(I ALPHABETICAL | L^FHB DRABBR(S) 

| () MICROFILM REEL!S) 
(I NUMERICAL 1 / (| COMPUTER TAFE(S) 

/ \ NUMBER |) OTHER(SPECIFY) 
[^CHRONOLOGICAL | 

I 10. VOLUME 
(| GEOGRAPHICAL 1 (flPILE DRAWER! 8) 

| || MICROFILM REEL (S) 
[) OTHER (SPECIFY) I / || COMPUTER TAPE(S) 

| NUMBER (| OTRER(SPECIFY) 
11.FILE IS USED 

(| DAILY (| WEEKLY |) MONTHLY ) 
12. FILE BECOMES INACTIVE AFTER 

l)MONTB(S) [] YEAR(S) 
NUMBER 

13. CURRENT LOCATION!S) (Bit*.,FLOOR,ROOM) 
| 

K , IS RECORDS SERIES DUPLICATED ELSEWHERE? 
(j IBS [) NO (If Yes, Specify Agency or office) 

15. ACCESS RESTRICTIONS |) YES || NO 
(if yes, cite ia«(s) i regulation!*) 

16. AUDIT REQUIREMENTS f\3 \ 
(j MOll () STATE () FEDERAL H INDEPENDENT * 

\ \ 
17. IS AN iintl SYSTEM USED? (if y e s , explain briefly and 1 

describe any hardware/software) 1 

1 1 

18. RECOMMENDED RETENTION \ 
Retain for one year,-then destroy. V. 

., -..v. i 

1 
9. NAME AND TITLE OF PREPARER I 2C. TELEPHONE NUMBER I 21. DATE 

nrc tt/AltlVlHtTi V i m 
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instructions TYPB OR PRINT A 
^ S E P A R A T E FORK FOR SACK HEN OR 
^ K V I S E D RECORDS SERIES. FORWARD 
W » I T H RECORDS RETENTION SCHEDULE 

| DEPARTMENT OF GENERAL SERVICES 
| RECORDS MANAGEMENT DIVISION 
| 727$ WATERLOO ROAD 
I P.O. BOX 275 
| JEGSUF, HARTLAND 20794 

I AGENCY RECORDS 

I PAGE 0 F _ _ 

INVENTORY 

1. DEPARTMENT/AGENCY 1 2. DIVISION | 3. UNIT 

DEFINITION » RECORD SERIES A group of related records norially filed and used as a unit for reference as veil as 
retention and disposition purposes 

1 
4. RECORDS SERIE8 TITLE 
GENERAL ACCOUNTING RECORDS 

5 EARLIEST TEAR/LATEST TEAR 
/ 

I, RECORDS Sltlti DESCRIPTION (Briefly describe the types of infonation/docuients/fons found in tbe series. 
Include the purpose or function of the series) 

Files contain office copies of: 
Goads received memoranda,billing invoices, expense/travel reports, requisitions, petty 
cash vouchers, mileage reports, direct payment forms, paid bills, ticket books, purchase 
orders, deposit slips, receipt books, etc. 

^ p W . RECORDS SERIES FORMAT(S) I 
W W E T T E R SIZE [j MICROFILM | 

|| LEGAL Silt || COMPUTER TAPE 1 
! | BOUND BOOR 11 FL0PP7 DISK 1 
(| AUDIO TAPE (| VIDEO TAPE 1 

|| OTHER (SPECIFY) 1 

\ 
S. RECORDS SERIES SEQUENCE | 9. VOLUME 

^ A L P H A B E T I C A L | fcHlL* DRAffRR(S) 
| ( ) MICROFILM REEL! S) 

|) NUMERICAL | / (| COMPUTER TAPE(S) 
| NUMBER || OTRER(SPECIFY) 

[| CHRONOLOGICAL | 
| ID. VOLUME 

11 GEOGRAPHICAL | IL-flLB DRANER(S) 
1 [| MICROFILM REEL (S) 

F| OTHER (SPECIFY) | / |] COMPUTER TAPE(S) 
1 NUMBER 11 OTHER!SPECIFY! 

I ' ' 
11.FILE IS USED 

(| DAILY (| M B K L Y ( ] 
1 12. FILE BECOMES INACTIVE AFTER 

MONTHLY | ( ) NORTH)S) (]YEAR(S) 
| NUMBER 

13. CURRENT LOCATION)S) (BLDG.,FLOOR,ROOM) | 14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
1 || YES (] NO (If Yes, Specify Agency or Office) 

15, ACCESS RESTRICTIONS (J YES {] NO 
(If yes, cite lav(a) t regulation!?) 

| IS. AUDIT REQUIREMENTS 
I (IKON! (1 STATE [j FEDERAL [ ) INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (if yet, explain briefly and I IS. N E C O M E N D S D RETENTION 
describe any hardware/software) 1 „ - - ' . , . 

[j YES || NO | three years, then destroy. 

9. NAME AND TITLE OF PREPARER . I 20. TELEPHONE NUMBER | 21. DATE 

DG8g3D-4 (REVISED 2/871 
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Instructions TTFR OR PRIST A 1 DEPARTMENT OF GERBRA1 SERVICES 
— SEPARATE FORK FOR EACH NEW OR | RECORDS MANAGEMENT DIVISION 
fMEVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 
^ W I T H RECORDS RRTBHTIOR SCHEDULE | P.O. BOX 27$ 

| JESSUP, MARTIANS 20791 

1 
I AGENCY RECORDS INVENTORY 
| 
I 
I PAGE OF 1 ( 1. DEPARTMENT/AGENCY 1 2. DIVISION | 3. UNIT 
1 

DEFINITION * RECORD SERIES A group of related records penally filed and used as a unit for reference as well as 
retention and disposition purposes 

i 
1. RECORDS SERIES TITLE" | 5 EARLIEST YEAR/LATEST TEAR 

1 / 
I FIXED ASSETS FILE 

| 5 EARLIEST YEAR/LATEST TEAR 
1 / 
I 

6. RECORDS SERIES DESCRIPTION {Briefly describe tbe types of infornation/doculents/foris found In tbe series. 
Include tbe purpose or function of tbe series] 

Fixed asset printouts (including vehicles) 
I R A Forms (office copy) 
Lost/stolen forms (office forms) 
Surplus forms (office forms) 
Transfer Forms (office forms) 

RECORDS SERIES FORHAT(S) 
lu^lETTER SHE (| MICKOFILN 
|] LEGAL SIZE (] COMPUTER TAPE 
|| BOUND BOOK [] FLOPPY DISK 
[| AUDIO TAPE () VIDEO TAPS 
I) OTHER {SPECIFY} 

RECORDS SERIES BEQUENCR 
|| ALPHABETICAL 
H NUMERICAL 
tKCHRONOLOGICAL 
|| GEOGRAPHICAL 
(I OTHER (SPECIFY) 

9. VOLUME fcHllE DRAWER)S| 
[) MICROFILM RBEL(S) 

/ (| COMPUTER TAPE|S) 
NUMBER || OTHER)SPECIFY) 

10. VOLUME 

NUMBER { ] OTHER(SPECIFY| 

DRAWER)S) 
( ] MICROFILM REEL (S) 
(| COMPUTER TAPE(S) 

11.FILE IS USED 
() DAILY WEEKLY () MONTHLY 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

15. ACCESS RESTRICTIONS I) YES () NO 
(If yes, cite Iaw(s) k regulation^! 

17. IS AN INDEX SYSTEM USED? (if yes, explain briefly and 
describe any hardware/software) 

(1 YES |) NO 

12. FILE BECOMES INACTIVE AFTER 
|] MONTH)S) 

NUMBER 
I) YEAR{5) 

11. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
() YES |) NO (If Yes, Specify Agency or office) 

If. AUDIT REQUIREMENTS 
() MORE [} STATE (| FEDERAL |) INDEPENDENT i 

IB. RECOMMENDED RETENTION 
Retain fixed ass^t Printout for one yean, 
then destroy. \ •,., .• , 
Retain all other completed forms for-three 
years, then destrdyj_'_} 

9. NAME AND TITLE OF PREPARER I 20. TELEPHONE NUMBER I 21. DATE 
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• . " JUL-Ub- M iHU 10:tO I D i b W L l U U J PLkSUNHEL I EL NLiiJtfl 8 8 7 6 0 7 3 tJ035 P02 

UttMCtloai t i n oi pint a 
M t i form tot iacb i l l oi 
V M I O TLCOLDI ITTTTFL. FOLHAKD 

m i ueoiDt im i r i o i jchiduu 

l. OlfAITKtlT/AGItCT 

Personnel 

MPA1TKIM OF GlMlAl 9IRVICB8 
tlCOl&S KAIAGIKINT DIVIS10I 

727S MTIILOQ 10AD 
P.O. BOX 2)5 

mmt KA1TIAID 207*4 

I 2. DIVISIOX 
1 Training/Recruitment 

AOTRCT RECOtOS B Y E I T 0 1 Y 

RAGI 1 OP 1 

1. W I T 
N/A 

DinilTIOIf • RECORD SERIES A groap of related records DorieJly filed led used as a suit for reference as well as 
rttefitiot ttd dltpetltioD potponi 

4. llCOiPf StllES TITLE 

Educational As s i s t a n c e Record C a r d s 
I S IA11IIST TIU/UTIST TIAI 

«. ItcoiDS miti NSCIimoV (Briefly describe tbe tffet of lflfori*tion/docuiectc/!or*s f ootid la the series. 
Iodide the purpose or ftinetioa of tbi titUs] 

R e c o r d contains information about employees w h o receive educational a s s i s t a n c e : n a m e , 

bargaining u n i t , fiscal y e a r , agency, fund c o d e , courses taken, d a t e s a p p l i c a t i o n a n d 
supporting d o c u m e n t s w e r e received, statue o f application.eoat of courses and amo u n t 
of reimbursement. ' 

UCOMS EE1IU FORMAT!S) 
II m m Jill I) MICROHM 
I) LEGAL SItE (| COMFOTIR TAP! 
|1 BOUID BODE || FLOPFI DUE 
11 AUDIO TAPE (1 VIDEO TAPE 
N 0T8II (SPlCIH) 

3 x 5 c a r d 
11.Fiti it USED 

i) D A H T || flRlLT 

I. IEC0IDS SERIES WCDIHCI 
K ALPHABETICAL 
(1 m n m i 

|| CHRONOLOGICAL 
|| GEOGRAPHICAL 
(} OTHER (SPECIF!) 

ROHTBLT 

13. CUItllt LOCATION(S) (tlt>G. ,?L0D1 (tOOK) 
C o u n t y O f f i c e Building 
1st Floor* R o o m 125 

1$, ACCIII IISTIICf10IS tiltS () NO 
(If iei, cite l|«(t| I tigtlitlohUl 

Employee p r i v a c y a c t 

| J. VOLUME 
I || FILI DRAVEI(S) 
I | j MICROFILM Uli|t) 
I k/a il W8F0TII fUI(l) 
I m m || o r a t i m c i n i 

I 10. VOLUMI 
I I 
I I 
! ! 
I umii | 

m i mm\i) 

XlClOriU Mil (6) 
COMPUTER TAftlSI 
OmR(SPBCIM) 

12. fill BICOKtl iMACtlVt AFTER 
a (i KONTB(S) 

IUHBII 
N TIAKII 

| 14. RECORDS SERIES DUPLICATED ELBElHXREr 
I .< IES 1) HQ (If Tea, Specify Agtsey or Offltel 
I P e r s o n n e l - R e c o r d Management D i v i s i o n (! M-lefinitl 

.| nffL O F Mn*nr>e> F I T Y W R A 

I If. AUDIT RJQUIIIKEHTS ft lOttt [1 STATE [| HD I U l () IHDBPiSUFiY 

n . is AI iron t t m « mim m yet, « p m » briefly sod 
ftmibe i i j hirdurt/toftvarei 

II . I 1 C 0 H X M D L ..ITSBTIOB 
K e e p in o f f i c e fv 4 ye a r s t h a n destroy 

f. IAHI AID TITLE 01 ft lMl l l 

J o A n n e K i n c e r I 
20, TILIFHOII mil 

6 8 7 - 3 1 2 0 
21. DATE 

J u n e 2 2 , 1 9 9 0 
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instructions TYPB OR PRINT A 
8EPARATE FORK FOR EACH NEK OR 

A v i S E D RECORDS SERIES. FORWARD 
™ T H RECORDS RETENTION SCHEDUIB 

| DEPARTMENT OF GENERAL SERVICES 
I RECORDS NARAGEXENT DIVISION 
I 7275 WATERLOO ROAD 
| P.O. 601 275 
| JESSUP, MARYLAND 20791 

1 AGENCY RECORDS INVENTORY instructions TYPB OR PRINT A 
8EPARATE FORK FOR EACH NEK OR 

A v i S E D RECORDS SERIES. FORWARD 
™ T H RECORDS RETENTION SCHEDUIB 

| DEPARTMENT OF GENERAL SERVICES 
I RECORDS NARAGEXENT DIVISION 
I 7275 WATERLOO ROAD 
| P.O. 601 275 
| JESSUP, MARYLAND 20791 

| PAGE_ Of 

1. DEPARTNENT/AGINCT j 2. DIVISION | 3. UNIT 

DEFINITION - RECORD SERIES A group of related records norially filed and used as a unit for reference as well as 
retention and disposition purposes 

4. RECORDS SERIES TITLE 

PUBLICATIONS HISTORY F I L E S 

5 EARLIEST TEAR/LATEST YEAR 
/ 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforiatlon/docuients/fons found in the series. 
Include the purpose or function of the series) 

This file contains (I) one copy of each puhlication produced by the agency. 

RECORDS SERIES FORKAT(S) 
(/LETTER SIZE 11 MICROFILM 
(I LEGAL SUE il COMPUTER TAPE 
11 BOUND BOOK [| FLOPPY DISK 
(| AUDIO TAPE |1 VIDEO TAPE 
I) OTHER (SPECIFY) 

B. RECOUPS SERIES SEQUENCE 
(-^ALPHABETICAL 
(1 NUMERICAL 
(| CHRONOLOGICAL 
(I GEOGRAPHICAL 
[| OTHER (SPECIFY) 

11,FILE IS USED 
(] DAILY WEEKLY | MONTHLY 

13. CURRENT LOCATION!E) (BLDG.,FLOOR,ROOM) 

15. ACCESS RESTRICTIONS [) YES (I NO 
(If yes, cite law(s) ( regulation!s) 

17. IS AN INDEX SYSTEM USED? (if yes, explain briefly and 
describe any hardware/software) 

II FES I) NO 

9. NAME AND TIME OF PREPARER 

9. VOLUME 
tJ-flLB DRAWER! S | 
[) MICROFILM REEL)8] 

/ {j COMPUTER TAPEIS) 
NUMBER || OTHER(SFECIFY) 
ID. VOLUME 

( 0 1 LB DRANSR(S) 
|] MICROFILM REEL (S) 
[| COMPUTER TAPE(S) 

NUMBER [1 OTHER)SPECIFY) 
12. FILE BECOMES INACTIVE AFTER 

(| MONTH)S) 
NUMBER YEAR)! 

II. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
(I YES (] NO (If Yes, Specify Agency or Office) 

IS. AUDIT REQUIREMENTS 
I) NONE (] STATE [f II INDEPENDENV-

1S. RECONNENDED RETENTION \ 
Retain pertnantly for- eventual transfer 
to the Archives. i 

to /f-fx/f^. 

20. TELEPHONE NUMBER 21. DATE 

DGS 5W-I(REVISED 2/87) 
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i a m u c t i w t f « oi r » m A I M P A I T M J T or M H M L SERVICES I AGJRCI RECORDS I M M C R T 
fiFMtTTSlR fOillCI Kit 01 ! «C0«6I HAUAGIWW Btvmoe I 
JlMftt IRCCIDJ t/IUII. I01MID I 7»5 MTIIlOO ROAD | 
Hm IICOIDS itttittoi SCHEDULE i P.O. BOI »5 I FACE I OT I 

i mm. mum nm i ' 
i. MpAttmn/ieiKT I t. Division I 3. ran 
Office of reteonrwl I Tratiling ft R^oruHwent I Tiainiii'.j 

DIMilt!o« - mm SERIES fi groop ol related teeoi^s nottally filed and used ta « unit for reference as veil n 
retention and disposition ptitpottt 

i. liCOlM SSRI&S TItW I S RAHIES? ?BAfi/; /US? TMI 
Agency Historical Records / draining | 1977 / 

l. llcoiDS 5B8JR6 DBSCMPTIOH (BrM)y describe the types of inform ion/docuims/f oris f w d la the m l c i . 
Include the purple or function of the asriea) 

Coutse designs, scheduler,, at: tendance records, evaluations, jn?r.n.ivtor dM.a, 
materials used for lnst.jn.ict Ion and develfintnent of courses developed f.'cr 
Baltiittorc County employees. 

7. RECORDS IIR1IS |0BJ(AT(S| 
H W T T I R sin (I Hictomct 

( I L K U S m 11 CQOTTBfi UU 

II IOORD %m || mm D m 

11 AUDIO TAPS I) VID&O 7APB 
(I OTHIC (SPFCIP1J 

II.rill IS tJSRD 
(I PAIL) I? mm 11 tww 

s. RECORDS m m SEQUENCE 
11 ALPHABETICAL 

{ ] NUMERICAL 

M CHRONOLOGICAL 

|) GEOGRAPHICAL 

N OTHER (SPICIf?) 
by course n a m e 

I 12. 

». V0LUX8 
If PHI MtARIR|S) 
|) RICEOriLIf M61ISI 

_3 (| COKPDTEf ?AP?[S| 
mm || M«Ri«fBcini 

ID. VOLUME 
|| FILE DRAMk(S) 
II «icRont,« mi i! 
|| COMPUTER ?AP!|S! 

JVUMSSR 1| OTflEftl SPECIF! I 

11. CUEtEfT MUTlORItl (BLDO..flOOt.lOOX) 
Allegheny Building 
308 Allegheny A v e n u e 

-——2nd. I. locaif .Tlrrta.. 2.01 
IS. ACCI85 REJTIJCSJOUS \IW \) » 

(If yet, tit* \mt\ 6 rft«Mtidg|ti 
Privacy Aci. regarding employees' records 
l>. IS AR IIPM STMH USED? (if yen, explain brlOfly and 

Itmftt any bardtire/ioft»8ro) 
I) IE! \Y BO 

PI18 HIC0HES INACTIVE AFTER W 

1 || KORTKAt W 1 J A R I 8 ) 
"V"B" afiFii last onuse is offeifd 

H. IS RECORDS SERIES Dl'pUC&IED ILSRVRIRIT 
II IM ($80 (If M S , sieeit? agency OF office! 

I IS, &U&IT R1QUIRENSN?S 
I RMS U S T W E f l M F A l || FflDSFlBtBRY 

Retain for one yo^r . f ev r dl sconHnnod m m 

ih<»n destroy. Rpifl'-fn foi on«a yi-Mt aft^r l 
class for continuing courses. 

V. VANE ART TITLE OF FlEFAIIII | 
J?nne C. (Tuy, | 

W$ J5M|tir?Stt) ?/81l 

20. t E U P r a VUNBEI i a. SMS 
887-3311 j N o v e m b e r 1 9 9 0 

http://lnst.jn.ict

